
Sam Houston State University
Office of the Registrar

Resignation Process 

Receive Resignation from Student 

• Perfect Form Resignation Request or an email from the student are received through the
registrar@shsu.edu email box

o If the student request to resign by email please send the following email to the
student.
"Hello Student,
To submit a resignation request via email please respond with the following
information from your SHSU email account:
-Your Name (First, Middle, and Last)
-Your Sam ID number
-Your SHSU usemame
-The semester you wish to resign from (ex: Spring2018)
-A statement acknowledging you understand the resignation policies and
procedures

The policies and procedures can be found here. 

Note: Your resignation is effective the date this request is received by the Office 
of the Registrar. Resignations submitted after 5:00PM, but before the resignation 
deadline, will be processed on the following business day. 

If you have any questions or concerns please contact our office at 936-294-1040 
or by email at registrar@shsu.edu. 
(Your Signature)" 

o Once the email is received in the registrar@shsu.edu email box verify that the
following info1mation is included:

• Sent from the student's SHSU email account
• Include Sam ID number
• Include usemame
• Include semester they are resigning from
• Include statement of acknowledgement of resignation policies and

procedures

• Print form or email

Process Form or Email 

• Check TSICSRV for payment, this and the date will determine the resignation code
• In SZAREGS enter Term(verify with form), Sam ID Number, Resignation Effect Date,

and Hold Override Code if required












